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2 Principle Two: Policies and Procedures 

Government organisations ensure that recordkeeping programs are supported by 

policy and procedures. 

2.1 Records Management and Business Information Systems 

2.1.1 Records Management System 

The Shire of Bruce Rock operates a hybrid record keeping system. For the most 

part electronic records are kept, however some hard copies are still kept. The 

Shire of Bruce Rock manages its financial records via the 'Synergy Soft' Program. 

'Synergy Soft' was first implemented by the Shire in 2007. Before this time all 

record keeping at the Shire was performed manually. The Shire of Bruce Rock 

also uses the 'Altus' system as its record management system as well as for 

procurement, ATO reporting and some financial functions. In addition to these 

systems The Shire of Bruce Rock uses the 'Attain' system for its compliance 

register. Each of these systems are overseen by The Shire administration team. 

2.1.2 Business Information Systems 

The Shire of Bruce Rock employs Synergy as its primary Business 

Information System and maintains all its financial data in this system. This 

includes the general ledger and bank reconciliation as well as information 

on assets and asset management, plant, creditors/debtors, rates and 

property, central records (e.g. human resources) and payroll. Other 

information kept on the system also includes that concerning mapping, 

town planning, and cemeteries. 

As Synergy is an integrated system, information within the various modules 

is accessible between these modules. 

Other systems which are used to facilitate the Shire's business are: 

• AMLIB: Library Management System is used to manage all the

functions i.e. loans, renewals, returns, reserves, stock item

management, access control and borrower management.

• TRELIS: the Shire is a registered vehicle and driver licensing and

driver testing site, and TRELIS is the dedicated Department of

Transport program which is loaded onto the Shire's system to

manage this function.

2.2 Records Management Policy and Procedures 

The creation and management of records is jointly coordinated by the Shire's 

CEO, Manager of Governance and Community Services and Manager of Finance 

and is conducted by the Shire's Administration Team. For the Elected Member 
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4 Principle Four: Preservation 

Government organisations ensure that records are protected and preserved 

For the Records Disaster Recovery Plan for the Shire of Bruce Rock please refer 

to Appendix 9. 

Assessment of Risks 

4.1.1 On Site Storage 

The Shire of Bruce Rock has its current, active, and inactive records located in 

onsite storage at the Shire Office, 54 Johnson Street. 

Records of a highly sensitive or valuable nature are stored in a fireproof safe, in 
metal filing cabinets, on metal shelves or on wooden shelves. 

Current and archive items are kept in metal filing cabinets and a metal compactus 
unit in a lockable room. 

Inactive and archival records are kept in a storage room on metal shelving and in 
metal filing cabinets. 

Access to these records is only achievable after passing through the Shire offices, 
and only then through doors which are kept locked. The air conditioner is running in 
this building approximately 12 hours per day. 

The main disaster threatening records stored onsite comes from fire, industrial 
accident or to a lesser extent, vandalism. Several fire extinguishers are located in 
close proximately to all areas where records are kept. There is currently no fire 
detection equipment installed. 

With the onsite storage conditions as described above, the risk is assessed as low. 

4.1.2 Offsite Storage 

All the Shire of Bruce Rock's production servers are backed up via a Datto S4P2 

Backup Device (SOBK-IBC) which resides onsite in the Shire's Server Room. 

57 local backups of these servers are performed each week, and the last backup 

of each day is synchronised to Cloud Storage at a Datto Data Centre in Alexandria 

NSW. 

4.1.3 Data Centre and Cloud Storage 

The Shire of Bruce Rock has entered an arrangement with Wallis Computer 

Solutions, which maintains intra-daily backups of all data on the aforementioned 

Datto device that synchronises to Cloud Storage. 
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Appendix 11 - Excerpt from Shire of Bruce Rock 2022-2023 Annual 

Report 

Shire of 

Bruce Rock 
Wl,cro /rlcnds become famlly 

-
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NEW EMPLOYEES PAPERWORK 
 

Please fill in the following paperwork and return to the Shire Office as soon as possible. Tick the 
boxes as you complete each form: 

- Employee Details Form 
Please write as many details as possible. 

- Tax File Number Declaration 
If we do not have your Tax File Number Declaration with your tax file number 
written on it before pay day you will be paying extra tax at the rate of 31.5%. 

- Super Standard Choice form 
Please completed and return indicating which Super Fund you have nominated. 

- Aware Super Application Forms 
If you wish to join Aware Super Fund, please completed and return. 

- Shire of Bruce Rock Code of Conduct 
This is for you to keep. 

- Alcohol and Drug Testing Policy 
This is for you to keep. 

- Yearly Calendar 
This is for you to keep. It shows paydays, public holidays etc. 

- Copies of your drivers license and all other certificates 
This is for our records. It includes First Aid, Stop & Go, Courses completed etc.

- Diversity Questionnaire 
Please complete and return to your payroll officer

- Pre Employment Medical  
Please complete within 2 weeks 

- Records Keeping Plan 
This is for you to keep

- Executive Instructions 
This is for you to keep
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Appendix 12 - Excerpt from Shire of Bruce Rock Induction 
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